
FOR AGENCY USE --- 
pplication Date 

zication Number 

___. _ _ - -  

-~ 
'. Record Series Description This file contain- +ha *fillowing documents (include form numbws and titles, if any): 

Reviewing p lans ,  s p e t i i i i a t i o n s ,  and estimates, and approving f i n a l  p l a n s  

to contract (Preliminary stages) L 

Documents relating to: / fdir Department Of Transportation Projects before they are let 

Includedare: Field Plan Review Inspection Reports; Plan Review letters; General 
Correspondence; Wat iona l  Review Inspection Reports; Hydraulic Reports; 

Special Provisions; . 

1. ABency Addreu I FOR RECORDS MANAGEMENT USE 
&parbent of Transportation Application Number 

86-71 mgineering Services 
#2 Capitol Square 
Atlanta, GA. 30334 

. .  - 
Date Received Date Completed . 
.*AUO'l 5 1988 I SEP 6 1986 - - 

File is  arranged: Alphabetically by county axd chronologically by Highway Project  NLnnber. 
.. 

-- . Dates of Series 
arliest Latest 
1974 --- 

_____ 
#. Monthly Reference Rate How often are records referred to which are: 

One to six months old 15 ; Seven to twelve months old LL; Thirteen to twenty-four months old 3o ; 

5. Records Series Title (followed by title used in office; if different) 

Ehgineering Services Highway Project Files 

twefity-five _. monthsandolder 4 0 7  As project approaches le t t ing date is referred t o  mre oftel 
b. Annual Rate of Accumulation of RecordlOnce awarded & accepted not needed as mch. 
. Letter-size drawers ; Legal-size drawers ;Shelves ;Other (specify) 1 ft- 

R-50-71; emv. 7 6  (OW) 



e. When one or two documents in the file make it necessary to keep the entire file for a long period, h u l d  these 

~~ 

11. Retention Requirements The following requires the series to be kept: 

a. State Law -years. d. Audit period years. 
b. Statute of limitation -_____years. e. Administrative need 1* years. 
c. Federal law years. f. Federal retention instructions 3 years. 

Attach copy or excert of laws or regulations. Explain administrative need. 

*As long as the highway project is active. 

(f) Federal-Aid Highway Program Manual. Vol. 1, Chapter 6, Sec. 2 (See Attached) 

12. Approved Disposition Instructions This agency recommends that the file series be cut off at  the end of each: 
0 Calendar Year; 0 Fiscal Year; N Other then, 

0 Hold in the current files area 
0 Transfer to local holding area; hold 
0 Transfer to State Records Center; hold 
0 Destroy. 
0 Transfer to State Archives for permanent retention. 

month(s) ~ yearb); then 

year (s) ; then 
yeark); then 

d o t h e r  ISpecifV) RECORD COPY - O R I m  l33mmMs 

Hold i n  current f i le  area 1 year after final accept;ance, -thG,qansfer a l l  originals 
to  the General Files area for incorporation i n  the E&&iwnE kghway Project files; 
D e S e W  remainder Of f i le  (reference material) when no longer needed for reference. 

State Records Committee (Sianatud 
Recommendations in para- 
graph 12 are approved. 
(If dispproved. attach letter 
of explanation.) 


